Create new folder on desk top and rename the file name to “XYZ*** School ESS Fiscal Monitoring”
*** XYZ should be replaced with the specific school being monitored

Copy all relevant attachments into this folder

Close folder

Right click on the “XYZ*** School ESS Fiscal Monitoring”

Select ‘Send to” and choose compressed (zipped) folder

This will automatically create a new folder that will look like a folder with a zipper down the side.

Open email

Click the paperclip that indicated Attach File

Find the compressed (zipped) file click on file and select Insert button

Populate the To... line with Fiscalmonitoring@azed.gov

Populate the subject line with XYZ*** School ESS Fiscal Monitoring requests
Populate the body of the email with whatever you choose

Press Send button
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See the compressed file for all requested documentation.

Please visit this site for helpful hints:
http://www.azed.gov/grants-management/federal-fiscal-monitoring/

Shannon Duus, MBA

Senior Auditor

Arizona Department of Education
1535 West lefferson Bin #3
Phoenix, Arizona B5007

P:(502) 364-4046|

"Our greatest weakness lies in giving up. The most certain way to succeed is always to try just one more time."”
- Thomas A. Edison
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Visit website for additional helpful hints:

http://www.azed.gov/grants-management/federal-fiscal-monitoring/
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